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*OGC Has Reviewed* 
25 May 1950 


MEMORANDUM FOR: DIRECTOR OF CENTRAL INTELLIGENCE 


SUBJECT: Delegation of Authority to sign personnel actions 


l. To facilitate processing the large} mumiber of personnel acticns 
affecting senior employees with OPC, it is requested that paragraph 8b 
of Administrative Instruction[ —_|be amended authorizing the Assistant 
Director for Policy Coordination to delegate to hia Deputy and his 
Executive Agsistant authority to sign personnel actions requiring action 


by the Executive. 


/s/ 


FRANE G. WISNER 
Ageistant Director for 
Policy Coordination 


APPROVED Jui ivou 
/s/ 
R. BH, HILLANEORTTER 
Rear Admiral, USN 
Director of Central Intelligence 


Copies to: Budget Officer 

General Counsel 
Chief. S55 - 
Management Cificer ve 
Personnel Director 
Central Records 
Shaner 
Executive 
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OED G pags pn 
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Deputy Vanopenant Off'laar 
Adminietwative Instruction | _| 


le Thora Lo quoted below a notation rocatved fron coo 
concerning a tuconmendad chang to Adeiuistrative Instruction 
tod eel quotation to forwarded for your consideration 
in Ting the existing] af reynlationa, 


Noe This covers enployment of consultanide 
Sugeeotion La mado that paractaoh he conbain & roferonce to 
expense accounta, since most consultants, ospoclally those 
on WOG basis, are seoustoned to subalt exons accounts, 
wing tho Travel Order (33—12) amd the Trav. Voucher 
(33623), which serve dn Lou of Tine and Ationdanca candsel 
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Office Memorandum + uwrren states GOVERNMENT 


TO : Management Officer DATE: 21 February 1950 


FROM : Assistant Director for Operations 


SUBJECT: Administrative Instruction [ |, dated 9 December 199, ~ 25X1A 
Recommended Changes. 
\ 
bW 
Contact Division recomnends that the following sections A\ — 
be added to paragraph 1.b, and the sub-paragraph renumbered | 
accordingly: N 


GEORGE G. CAREY 
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Office Memorandum » UNITED STATES GOVERNMENT 


TO ! Assistant Director, 00 DATE: 23 September 1948 
FROM : Assistant Director, OCD 
SUBJECT: CIA Administrative Instruction [| ne 


of the Office of Operations has requested that OCD 
olarify or interpret Paragraph 3 of CONFIDENTIAL CIA Administrative In- 
struction[_ | dated July 13, 1948, subject: Reoords Administration. 


Paragraph 3 reads as follows: 


"The FDB,O0, has primary responsibility for internal storage 
and recommendations for the disposition of foreign language docu- 
ments", 


The primary objective of the Administrative Instruction was to announce 
the sctivation in OCD of a prograia for the recording, preservation and dis- 
position of official records of CIA. 
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published by OCD for the information of all concerned and the CIA Library 


maintains title, author and subject catalogs for CIA reference and ordering 
purposes. 


JMES M. ANDREWS 
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3 July 1950 


SUBJECT: Distribution( Ss 


25K1A le W o objections to your draft of Administrative 
Instruction enclosed with your memo of 28 June, 
| giving OCD the distribution responsibility, but we think 
| that there should be added a "de The interests and needs 
| of other intelligence agencies." 


MEMORANDUM TOR: Management 
f 
ft 


2. We understood that we were to delineate for all 
25X1C concerned the various methods of distribution to the 
C___] We are perfectly willing to let our draft of 
20 June die a natural death, but do think that someone 
| 25X10 should notify all CIA offices of the approved channels for 
distributing materials 
| should be cut down rather than increased, as has been the 
| tendency to date, so that there should be only a very few 
regular channels. 


25X1A 
PRESCOTT CHILDS, Chief 
Coordination, Operations 
| and Policy Staff 
| 25X11 - 
| 
| 
: s 
| % 
| ia 
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OH, COAPS 28 June 1950 


Meanngomem Officer . 
Comornts on Proaposod AI (oancerning Distribution of 
OIA Produocd Material [| oo 


Le It was our wrlerstanding during conferences hold 
to discuss tha draft of Administrative Instruction 


and particularly paragraph 7 thoreaf, that 1b wes your 25X1A 
intention to propare 4 rovined draft of Administrative 
Instruction covering dissamination to agencies BX 1A 


of all. Loreien covermmntss 


2. Your proposed draft datad 20 Juno 1950 covers only 
dissemination[ —C*di ca. Contains operational proco- 25X1C 
dures nob usually associated with policy determination 
nomaliy contained within Administrative Instructions. 


3e The policy proposed by your offico for the dissenina~ 
tion of FpD/00 materials has boon superseded by the Director's 
nomorencum dated 22 Juno 1950. Tho policy detorminations of the 
Dirootor have boon incorporated 4n bhe proposed draft of this 
Staff which is attached. 


[| D8XtA 


L Attachnort 
Proposed Draft 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 


25X1A 
Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 


Next 8 Page(s) In Document Exempt 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 


~ Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 - 


a ae CONFIDENTIAL 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 


22 May 1950 


MiMORANDUM TO: MANAGEMENT OFFICER 


FROM: lixecubive Assistant Director, OCD 
SUBJECT: Elimination of Proposed Administrative Instruction 


from the Handbook 


Ll. Although this Office has on three occasions attempted ta 
revise the proposed Administrative Instruction, subject: "Procedure 
for Processing Incoming Cables and Telegrams," it is felt that this 
particular document would have little value and would afford little 
if any assistance to the other offices of the Agency. Within OCD 
this matter directly concerns Liaison Division and Top Secret Control 
in the CIA Library. 


2. This Office recommends withdrawing the Instruction under 
discussion from the Handbook which is soon to be released. In its 
stead the appropriate elemem.;. will be redrafted as Operating Pro- 
cedures for the Liaison Division and Top Secret Control. 


3. The few renaining elements of the proposal which reflect 
upon ORE and Communications Division, SO, are procedures which have 
been in effect for some time and which have already had the kinks 
worked out of them. 


4. This Office will be glad to discuss the matter further if 
Management so desires. 
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y COPY . COPY 
Assistant Director for Collection and 7 December 1/549 
Dissemination 


Management Officer 


f 
| Draft of Administrative Instruction ve Procedure for Processing 
25X1A ar 
Incoming Cables 
1. Attached is a draft of the proposed Administrative Instruc- 
tion concerning the procedwre for processing incoming cables. 
| 2. It is requested that your concurrence or comments be noted 
below and returned to this office by 21 December 1949. 
| 
| 25X1A 
! 
| 
: ATT: Draft 
ec: aD/ocD~ 
| AD/OSI 
| | AD/00 
q AD/OPC 
AD/OSO 
Chief, I&S Staff 
25X1A J aan lG SO 
CONCURRENCE: DATE Mt 4 


I do Cae) concur, provided paragraph 3 is eliminated 


and paragraph 2 is amended as suggested in attached memorandum. 


CONFIDENTIAL 
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hake ent—Director-for-Soientifie—InteLligence 7 December 1949 


Management Ofieer 
Draft of Administrative Instruotion re Prooedura for Processing 
Incoming Cables 

1. Attached is a draft of the proposed Administrative Inatruo- 
tion ooncorning the procedure for processing incoming cables. 


2. i is requested that your concurrence or comments be noted 
below and returned to this office by 21 Dacembor 1949. 


ATia Draft 


. Got AbD/OOD 1-é + (aboot 2-/3-0 >) 
AD/OST 12-19 
AD/O0 2-12 
AD/OPG 12-20 
AD/Oz0 /-% 
Chief, I65 Staff /a-ae 
AD/ORE a «Ward 


Subject File “ 
Chrono/ RLR/re 


CONQUREENCEs ; 
I do (not) eoncu 
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Office Memorandum e UNITED STATES GOVERNMENT 


TO : Management Officer DATE: HEC ZO IY49 
FROM ; Ohief, Inspeotion and Seourity Staff 


SUBJECT: Draft of Administrative Instruction Regarding Procedure for 
Processing Incoming Cablos. 


REFERENCE: Moemore dum from Management Officer to Chief, I & SS dated 
7 December 1949, Subject as Above. 


1. The draft of the proposed Administrative Instruction com erning 
' the procedures for processing incoming cables has been reviewed and is 
concurred ine 
| 


25X1A | 


SHE EDWARDS 
Colonel, GSC 
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Assistant Director for Selentific Intelligence 7 December 1949 
Management Officor 


Draft of Administrative I..struotion re Procedure for Processing 
Incoming Cables 


Ll. Attached is a draft of the proposed Administrative Inatruc- 
tion concerning the procedure for processing incoming cables. 


2 It is requested that your concurrence or comments be noted 
below and returned to this office by 21 December 1949. 


| 25X1A 
| j 25xX1 


ATT: Draft 


ects AD/OCD 
AD/OSI ~~" 
: AD/00 
AD/OPC 
AD/0sO 
Chief, I&S Staff 


i 
| CONCURRENCE: 
I 


COMMENTS 
If paragraph 3a and 3b are revised ag follows: aa 


a. One copy to the ORE Publication Division and subsequefi? 
multiple routing to ORE Divisions of interest. (This copy-wiN be 
forwarded to the OCD Library after Publications is finished YE it.) 

eS 
a 


be One copy to OSI when of interest to that office, son = 


COURIER TIAL : a 
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. fe 


: CIA-RDP81-00728R000100130003-7 ee 


25X1A 
Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 


Next 9 Page(s) In Document Exempt 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 


a ; 7 
Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 
ATTACHMENT A 


Responsibilities and Procedures for 
Inter-Departmental Committee Participation 


Ie Official Inter-departmental Comnittees 
. A. It is the responsibility of: 
os 1. Assistant Directors and Aueioy Staff Chiefs to notify the 
Inspection and Security Staff in advance of as much of the following 
information as is available: 
a. Approval of Assistant Directors and/or Staff Chiefs and 
the DCI. 
b. The degree of CIA participation required, 
c, Matters to be considered by the committee, 
d. Istimate of duration of committee, frequency of meetings. 
e. Other agencies participating, and names of personnel 
from other agencies. 
f., Names of CIA personnel to participate 
g. Whether dissemination of intelligence or information will 
be required, an estimate of the classification of such material, 
and a proposed dissemination control point, 
| h. Estimate of the classification of subjects to be discussed. 
i. Security measures to be established by the Committee, 


je Notify I&SS of termination of Committee and disposition 


of CIA material in possession of the committee, 
2. The Chief, Inspection and Security Staff to review the facts 
presented and make recommendations to the interested office or staff 


regarding the security considerations » policies, and procedures, and 


SCS O PR ars treet tee pease en 


to arrange weseseery security clearances as required, 
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! 3. Assistant Directors and Agency Staff Chiefs to coordinate 


within CIA to ensure that all interested components are appropriately 


represented, 
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Offic? Weir anaWe ONTEED STATES GOVERNMENT 


: Management Officer, CIA DATE: APR 4950 


FROM : Assistant Director for Reports and Estimates 


SUBJECT: Proposed Revisions of CIA Regulations 


1. Pursuant to the verbal understanding reached between members of 
our offices, I am transmitting horewith a draft of a proposed revision of 
CIA Administrative Instruction Number[ _|subject: CIA Duty Officers. 25X1A 


2. Since this revision is submitted on the occasion of the preparation 
of the new CIA Reg ions Manual, it has been drafted in the new format, 
as a section in the ALELOrYs 25X1A 
f 
3. Two other proposed revisions of CIA regulations are being pre- 
pared by ORE and are awaiting final coordination. They are both in thel_] 25x1A 
series and cover the following subjects: . 


a. Briefing Service Attaches (superseding CIA Administrative 
Instruction 25X1A 


b. Conferences with US Government Officials Returning from Abroad 
(superseding CIA Administrative Instruction [~]} 25X1A 


h. However, drafts of these revised regulations cannot be submitted 
until IAC coordination has been completed on two proposed Interagency 
Operating Procedures on these two subjects, since the regulations will 
merely delineate CIA responsibilities in implementation of the IAC agree- 
ments. CQAPS has recently informed ORE that IAG coordination of the two 
basic IAC papers is well under way, Hence, we have every hope that the 


_ two drafts can be submitted before the CIA Regulations Manual goes to press, 


25X1A 
B TRPITT 
Enclosure: 
Draft of Proposed Revision of CIA Administrative Instructiol _| 25X1A 
(Section of [ _eategory in new format) 25X1A 


2ECTRICTE! _ 
Nae 
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| | Management Officer, CIA Ni punt Hohe 
| Assistant Director, Onl 
| Proposed Revisions of CLA Regulations 


Reference: AD/ii8 Letter of 6 April 1950 to Management Officer, CIA, Subject 
as Above. 
Enclosure: (A) 
25X1A 
(B) 


1. Reference stated that ORG would submit two proposed revisions 
of CIA regulations upon completion of IAC coordination on two Inter 
agency Operating Procedures which wore to detemnine the substance of 
the proposed regulations revisions. 


2. As these Interagency Operating Procedures are now effective, 
(Interagency Operating Procedures Nos. 1 and 2 )y enclosures (A) and 
(B) are submitted herewith for incorporation in the new CIA Regulations 
Manval, 


oa | ls/ 


| THEODORE BABBITT 
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MAR 29 1950 


MEMORANDUM FOR: MANAGEMENT OFFICER 
FROM: Executive Assistant Director, OCD 


SUBJECT : Redrafting of Administrative Instructions 


1. All Administrative Instructions have been care- 
fully read and analyzed with the exception of the number 
25X1A [_]series which was not available at the time. 


2 Please advise this Office when the Administrative ? 
Instructions listed below are redrafted so that they can Ne 
be reviewed before submission for publication. ‘ 


Ao 


LEGIB 


25X1A 


3. OCD's comments on these present Administrative 


Instructions are attached. Va Tar 
16 
\ YY 
25X1A 
| Attachnent 
i S 
b s 
: a 
Y 
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Management Officer 21 February 1950 
Assistant Director for Operations 


Administrative Instruction No, dated 9 December 1 
Recommended Changes. [| 949, 25X1A 


Contact Division recomnends that the following sections 
be added to paragraph 1l.b, and the sub-paragraph renumbered 
accordingly: 


25X1A 


(4) (present paragraph 3) 


GEORGE G. CAREY 


_ Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 


25X1A 
Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 


Next 3 Page(s) In Document Exempt 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 


gon eee LPP PE 
Esl n{ yar os 
BTANDAND FOnM NO, 04 me RE 


Approved For Rélease 2003/04/17 : CIA-RDP81-00728R000100130003-7 


Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO t Management Officor . DATE: 25X1 


FROM : Executive Assistant Director, OOD 
Z29X1A SUBJECT: Rovision of Administretive Instruction| | 


/ 
as 


25X1A 1. At the request of your staff, the attached draft 7” 
25X1A . is submitted as « preposed_ revision of Administrative Instruction No. ~ 


[7] dated 23 June 194777 Subject: Use of CIA Inter-Office Chin 


Envelope. 


25X1A 2. Information identical to the contents of Administrative Instruction 
=) also appears in Appendix "A" of Security Regulations. ‘The revision 
of security Regulations which is now being prepared will not include 
oBXIA these detailod instructions, according to ae the Inspection 
and Security Staff, but it will continue to direct the use of the chain 
‘envelope for transmission of documents within CIA. Since the directive 
for using the envelope will be contained in that publication, it is 
sugcested that the detailed instructions outlined in the attached draft 
be included in the CIA "Procedures Manual" rather than in the form of 
a now Administrative Instruction. 


25X1A 
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Office emorandum -« UNITED STATES GOVERNMENT 


H | af 
TO : Management Officer DATE: 1 May 1960 
| rrom , Chief, Fiscal Division : 
THRU; Chief, Administrative Staff it 
SUBJECT: — Proposed Amendments to Administrative Instruction [| ae 25X1A 
yh 


le. In acoordance with your verbal request, a review has been made |; : 
of certain categories of Agency directives for the purpose of' *Puaoat 


25X1A 


whether any changes are desired to satisfy the requirements of fiscal \ Da 
operations. In this connection, the following suggestions are offered va \, 25X1A 

concerning Administrative Instruction [| "Personnel Policies and Av : we 

Procedures": | ih \ 


a. Pg. 9 Para, llg - This paragraph concerns promotion Qy ) 
policies and procedures. <A change is recommended in order to limit a 
the within grade promotions to persons who have actually served in Saat 
pay status and to exclude those who may be occupying classified Zw 
positions but are actually on LWOP for extended periods of time. 

(Revised material is underscored) . 


ne 
"Employees in classified positions will receive eriodic ste 
inoreases in accordance with the provisions of Federal Personnel 
Menual, Section Zl, Part 25. These re ulations state in reneral 
that an employee rendering servioe for which payment is effected 
will be advanced to the next step within his grade provided that - 
he has 52 weeks of service without an equivalent increase in pay 
for grades GS-10 and below or 78 weeks service for grades GS-11 
and above. In addition, the employee must have a current efficiency 
rating of Good or better and a satisfactory conduct report." 


be. Pe. 10, Para i4a(1) - This concerns entrance on duty 
selary. the re-wording of sub-paragraphs (a), (b) and (oc) is 
being recommended in order to (1) replace where applicable the 
term "Base Salary" with the expression minimum salary and (2) to 
eliminate the specific references within the directive to the 
respective types of persomel actions because, frequently, personnel 
actions processed within this Agency are not always identified in 
accordance with the exact definitions of these terms as officially 
set forth in the Federal Personnel Manual. Paragraphs (a), (b) 
and (c) as set forth below are entirely new. 


"(a). Employees without prior Government service will be 
appointed at the minimum salary of the grade. 


(b). An employee appointed to a position in the s&ne or 
lower grade than previously held will receive salary fixed to 


allow credit toward within grade promotions for all prior service 
in appointment grade and higher grades. . Sy 


CONFIDENTIAL 
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Management Officor -2 = 1 May 1950 


(co). An employes with prior Government servico, appointed 
without a break in service to a position of the same grade, will 
retain periodic pay increases previously received. If appointed 
to a higher grade without a break in service, he will receive 
salary at that rate of the higher grade which exceeds the basic 
rate of compensation in his immediately preceeding position by not 
less then one step inorease of tho former grade." 


oe Pg. li, Para 14b(2) - ‘his paragraph concerns within- 
grade promotions for ungraded employees. ‘The change as recommended 
provides for basing the initial and subsequent waiting periods upon 
the more accurate concept of "week" rather than "six months" and 
“amueal" bases. The recommendation also includes an explanation 
for assigning the effective date of the within grade salary increases. 
(Revised material is underscored) 


"An ungraded employee who receives a conduct and efficiency 
report of Satisfactory or higher will receive a step increase at 
the beginning of the pa eriod following the completion of the first 
26 weeks of ungraded service ia a pay status and each 5D weeks 
thereafter until the top step has been reached. ‘the salary for 
employees transferring between graded and ungraded positions will be 
determined after considering the waiting period elapsed and whether 
or not an increase is involved." 


d. oe 9, Para 12 - ‘his concerns intra-agency transfer 
policy. is recommended that this paragraph be expanded to 
include and clarify coordination of Forms 373 between all offices 
concerned in any intra-agency personnel transfer, The purpose for 
this recommendation is to provide for appropriate clearance with 
the current employing office on any actions whereby an employee 
trensfers from one CIA organizational wit to another. 


2. The above suggestions are all concerned with Administrative 
Instruction[ —_|"Personnel Policies and Procedures", It is also 
appropriate at this time to suggest that active portions of present 
Administrative Instruction [__ "Classification Act of 1949" may be 
incorporated within the revised Administrative Instruction i that 25X1/A 


the present instruction [pe rescinded, 
25X1A 
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MEMORANDUM FOR: THE EXECUTIVE 


SUBIECT: Recodification of Issuances 
REFERENCE: Administrative Instruction . 25X1A 
ad } 
f 


neo ( Edn meet 
aye “yaw \ * 


le Paragraph(6 a/of the above ré.zerence provides 
that no outside agency shall be approached where there 
is a possible transfer of funds from CIA involved with- 


out prior approval by the Director. [__ss—i“‘(rsCd’ 25X1A 
OCD inquired whether this meant they had been in error 
in discussing the recently rejected ~ 25X1A 


project and one or two other matters, prior to PRC 
meetings. I said I did not think they were subject to 
criticism, but. would raise the point to see if paragraph 
6 a,required revision in light of experience. 


2. It is my recollection that 6 a-arose out of 
Some cases in which commitments had been made prior to 
PRC action. I did not think it was meant necessarily 
to rule out discussions on possible courses of action, 
particularly with offices with whom we had a normal 
established liaison. 


Se Question is submitted to you as it appears to 
be Agency-wide and may need study by the Management 
Staff in their consideration of re-issuing all orders 
and instructions. 


LAWRENCE R. HOUSTON 
General Counsel 
: Legal Staff 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 ae pe = 


25X1A 
Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 


se TANGARD FORM NO: 64 A yr OVed For! Release coamblll EIDENTIA aed 7 
Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO : Management Officer pate FFR 16 1959 
FROM : Assistant Director for Operations 
SUBJECT: Revision of Administrative Instructions 


It is requested that the following Administrative Instructions be 
cleared with 00 in draft form if rewritten or revised: 


a 


top Secret Control Procedure 
25X1A 
Security Violation Penalty System 
Personnel. Policies and Procedures 
Special Employment Agreements 
Efficiency hating Program 
Employment Review Board and Procedures 
Accountability, Procurement and Library Service 

for Foreign and Domestic Bound Books and Periodical 


Subscriptions 


Interim Policy and Procedure for Dissemination of 
Intelligence produced by CIG 


Dissemination of CIA Publications outside the US 
Government (O0's suggestions forwarded to Manage- 
ment by memorandum on 6 January 1950) 


CIA Intelligence Information Reports 


Operational Liaison 


Interviews of Returning Government Officials (will be 
redrafted by 00 with ORE and CUAPS) 


Relationship between CIA Collection and Dissemination 
Activities and Foreign Agencies 


Translation Service (will be redrafted by 00) 


CONFIDENTIAL 
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anuary 
BUDGET 
I. BUDGET PREPARATION 
A. At the beginning of each fiscal yoar estimates of funds require= 
ments must be prepared for the succeeding fiscal year and submitted 
to the Bureau of the Budget on or before 16 September or such other 
date as tho President shall determine, 


Be Preparation of budget ostinates requires consideration of three 
consecutive fisoal years: 


1. Budget Year - the fisoal year for which estimates are submitted, 


é. Curront Yoar - the fiscal yoar immediately preceding the 
budget yoar. 


3. Past Year =the fiscal yoor immediately precedin: the current 
yoar. 


C. Essential steps in proparation of tho annual budget are as follows: 
1. Bureau of the Budget issues call for budget estimates, 


2. CIA Comptroller prepares intra-agency call for estimates 
and makes appropriate distribution, 


Se Organizational units prepare estimates and submit to the 
Budget Branch on or before a desigated deadline date. 


4. Budget Branch compilos and analyzes submitted estimates, 


5. Comptroller reviews estimates and mnakes:preliminary recommen« 
dations on general budget policy to the Deputy Direotor for 
Adninistration,. 


\ 


6. Director makes preliminary decision on general budget polisy. 
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7. Comptroller holds hearings with organizational units, as 
applicable, rovisos estimates to conf'orm with approved budget 
policy, and, whore appropriate, obtains advioo and approval of 
Pro joots Review Comzittesa,. 

8. Dirootor makes decision on content and amount of estimates, 
9, Budget Branch propitres final budget doounent. 

10. Direotor submits Agency budget ostinates to NSC. 


ll. NSC reviows and approves as to anowmt. 


12, Direotor submits estimates to the Bureau of the Budget. 


1S. Bureau of the Budget conducts hearings. 


14. The Diresotor of the Bureau of the Budget oonfers with the 
President who makes final decision as to the amount that will bo 
recommended to Congress. ; 


15. -Fhe Bureau of the Budget notifid® Agency of President's action. 


16. Budget Branch revises ostimates to conform with President's 
approvel . 
/ 


17. Congrass gonduots hearings and appropriates funda. 


D. The intra-agency Call for Estimates will be released on or about 
15 April and will normally require the return of completed estimates 
by 1 dune. 


lL. Estimates shall include a description and justification for 
vhatever program improvements and changes will be recommended for 
the budget year in addition to provision for normal req: irements 
for approved existing activities. 
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2. Sdnoe changes in estimates may not be considered after sub« 
mission to the Budget Branch on 1 June, it 1s recommended that 
organizational units complete their program plans well in advance 
of intrasagenoy request for proparation of estimates, 


E. Budget Branoh analysts are assigned to the various organizational 
wits of the Agency for the purpose of rendering assistance and 
‘guidenoe to Assistant Directors and Staff Chiefs or thoir representa- 
tives in conneotion with all budget mattors. They are available for 
assisting in tho preparation of estimates, upon request. 


F. The Comptroller will schedule intraen;onoy budget hearings to 
begin on or about 1 July. 


1. The purpose of the hearings is to give the Assistent Directors 
and Staff Chiefs and/or their representatives a futher opportunity 
to justify their estimates and to arrive at the final amount to be 
included in the Agency estimates which shall be recommended to the 
Director, 


2. Management officials will participate in the hearings. 


5. Other officials will be requested to attend as needed, 


Mee 
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II. TERMINOLOGY 
A. Tho concepts utilized in connection with this regulation follow: 


1. Fisoal Year ~ tho period beginning July 1 end ending June 30 
of tho following calendar year. The fisoal year is desic¢nated 
by the oalondar year in which it ends, Oefe, the fiscal yoar 1951 
is the year beginning July 1, 1950 and ending Jume 30, 1962. 


2. Appro riation ~ An awthorization by en Act of Congress to 
make payments out of the Treasury for specified purposes. 


8. Apportionment - 4 determination by the Direotor of the Bureau 
of the Budget a8 to the amount of obligations which may be ine 
curred during a specified period wider an Appropriation. An 
apportionment may relate either to all obligations to be incurred 
during the specified period within an appropriation account or 
to obligations to be incurred for an activity, function, projoot, 
object or combination thereof. (Budget=Treasury Roguiation No. 1 
Sept. 1950). 


4. Allocation - An authorization of funds by the CIA Comptroller 
to cover the needs of an approved operating program for a segmont 
of the Agency for a fiscal Yoare 


5. Allotment - An allotment is an authorization by the head or 
other sutherised employes of an Agency to incur obligations in 
the interest of anapproved activity within a specified amount 
during a presoribed period of time. 


6. Obligations inourred ~ Amounts of ordors placed, contracts 
awarded, services received, and similar transaction: during a 
given period regiiring future payment of money. 


7. Unobligated balance - The balance ronaining after deducting 
the cumilative obligations from the gnount allotted for obligation, 
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8. Unpaid obligations ~ Obligations inourred for which payments 
have not been made. This consiste of liabilities and undelivered 


orderg.” 


9. Expenditure - Charges incurred and/or commitments to pay made 
for goods and services roceived and other assets acquired whether 
or not an advance obligation for the charge had been established 
or a payment made. 


10, pement ~ The amount of expenditure checks issued or of approved 
vouchers scheduled for payment, not of refunds raceivod, according 
to the Agency's records. Payments shall include all ndvonoas, 
except for travel. Travel advances shall be considered payments 
at the time they are applied to liquidate an Obligation, Payments 
shall exolude amounts of non=-expenditawe cheoks or vouchers which 
are igsuod for the purpose of accomplishing transfors between 
appropriation accounts. 


Ll. Object classification ~ Analysis according to the types of 
Services, articles, or other items invelvod, 


ofe 
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III. ALLOTMENT AND CONTROL OF FUNDS 


A. The rogulations whioh follow set forth tho system of administra~ 
tive control over Agenoy funds and have been prescribed as roquired | 
by Seo. 1211 of the General Appropriation Aot, 1951, Public Law 759, 
8lst Congress, (Seo, 3679 Revised Statutes as amended). 


B, Funds appropriated to the Central Intelligence Agenoy are the 
result of action of tho Bureau of the Budget and the Congress on 

the estinated cost of Agency progrens submitted by tho Dirootor, 
Amounts finally appropriated usually diifer from estimates presented. 
At the tine of passage of the appropriation act the requirements of 
individual organizational ontities of the Agency often differ from 
those on which the original ostimate is based. 


G. A primary mission of budget exeeution is the development and 
maintenance of a sound financial progran which is in continual olose 
relationship to developments and adjustments in activities carrying 
out approved functions end objectives, 


D. The following procedures are established to provide for the 
scheduling and reschaduling of appropriated funds: 


lL. A complete study of the financial progran for the onsuing 
year shall be accomplished for each of the organizational units 
cf the Agonoy by the Budget Branch prior to the beginning of 
the fiscal year, 


2. Development of the financial progran will be aocomplished 
by the Budget Branch in consultation with Assistant Directors 
and Staff Chiefs or their designated representatives, including 
a detormination of: 


&- Amount regiired for the opsration of each current 
activity for the ensuing fiscal yoar; 


be Tho quarterly distribution to be made of total reqire= 
nents; 


a hee Be, sar tT 
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6. The number and charaoter of allotment accounts whioh 
will be required, 


5. Whon substantial differences appear between proposad finariolal 
programs andthe original budget presentation, a deternination will 
be mado in consultation with the Comptroller as to whether Pro 
action, in acoordance with Agency Regulations, will be required, 


4. Upon final determination of amounts tho Comptroller will 
rolease confirming alloontions of fuds,. 


' Be 1. Budget analysts in coordination with Assistant Directors 
and Staff officials will make a quarterly distribution of 
allocated funds, based upon program requirements. 
2. ‘Tho Budget Branch will issue an “Advice of Allotment Authori- 
gation", Form 3265, setting forth the quarterly distribution 
agreed upon, within the total amount allocated. No deviations 
from approved allotmonts shall be permitted without request sub- 
mittod in advance and approved by the Budget Branch, <Allotmonts 
and reallotmonts shall be binding in each oase in controlling 
the execution of budgetary plans. 


5. If the amount approved for use through the current period 

from any appropriation or fund includes mrealized reimbursenents 

or other items of anticipated recoipts, the same shall not be 
allotted for oblicetion or expenditurs unless thers is reasonable 
assurance that the ancunts of such items will actually be realized, 
Responsibility for mating this determination shall rest with the 
Comptroller who must, through use of prudent criteria, ovaluate ° 
the worth of such umrealized amounts before pormitting them to 


be used as a basis for incurriny obligations, 


F, 1. Advices of Allotmont Authorization will, if necessary, contain 
additional information that may be needed for establishing special 
limitations or instructions. The Accounting Section will establish 
allotment accounts, by object, to the extent necessary, in order 
to safeguard funds needed for the fixed and recurring charges. 
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2. No obligations may be incurred or oxpenditures made in behalf 
of any projoot or ie 2 wntil an approved allotment has been 
issued by the Budget >, and an adequate balance is available 
for suoh obligation or expendituro, The Accounting Section: will 
return, without action, all obligation documents to the originating 
office with appropriate notice in all cases where no allotmonts 
have been established or where allotment account balances are not 
adequate to establish an obligation. 


5. Expenditure documents rereived for processing by the Aocount- 
ing Section for which ne advance obli:ations wero created and 
which exceed the available allotment account balances will be 
forwarded to the Comptroller for disposition as possible viola- 
tions of the Agenoy funds control regulations. Whenever such 
action is necessary to be taken, appropriato notice will also be 
forwarded to the officlal to whoa the allotment advice was issued, 


G. 1. The Advice of Allotment Authorization issued to an official 
will constitute his authority for incurring oblications for pro- 
jects or activities under his opsrating and administrative 
jurisdiction, 


2. The responsibility for controlling obligations against an 
allotment rests with the allottee who will be held responsible 
for any obligation or expenditure made or authorized, It is 
incumbent upon all Agency officials to make no commitments 
involving the paymumt of appropriated iuidé witil appropriate 
resorvations of funds have boven established in advance by the 
Comptroller. Overdrafts in the allotment accounts rosulting from 
failure to obligate funds in advance may indicate violations of 
Agency funds oontrol regulations and, if sustained, are subject 
to ponalties of lew. (Section 8679 Revised Statutes). 


S. In order to comply with agency regulations and to avoid over- 
draftea, it will be the responsibility of each allettee to establish 
such internal procedures, administrative instructions and limita~ 
tions of aut. ority within his office as may be necessary to assure 
that obligations incurred are kept within funds available therefor. 
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4 To asosist officials in maintaining offeotive oontrols over 
their obligations, the Accounting Sootion will furnish monthly 
finanolel reports that will refleot allotmont account balances. 
Form Noe 32-19, "Momorandum Record of Obli; ation" may be used 

to maintain a current control of obligations. Agency officials 
are urged to consult freely with tho Accounting Seotion regard- 
ing allotment acoount available balances and with budget 
aialyste concerning adjustments in total allotments or quarterly 
allocation thereof, 


Allotments for unvouchered activities will be accomplished 


in acoordance with special procedures applicable to the operations 
reguiring the use of unvouchered funds. 


mae 
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IV. VIOLATIONS AND PENALTIES 


A. Reporting Violations = Section 5679 of the Revised Statutes as 
amended (Seo. 1oll (1) (2), Pele 769, Slat Congress) provides for 
the immediate reporting, to tho Prosident through the Pirector of 
the Bureau of the Budget and to the Congress, of violations concern~ 


ing tha following: 


Le inourring of obligations or exponditures in excess of 
appropriations; 


2. prohibition on acceptanco of voluntary services or employ 
ment of excess personal services except in emergenciess 


3, exceeding approved apportionments; 


4. dinourring obligations or making exponditures in excess of 
amounts permitted by prescribed and approved reyulations. — 


Be Report Contents . the report shall include: 


1. name end position of tho officer or employes responsible 
for the violation; 


2, all pertinent facts inclucing any statement of the respon~ 
sible person with respect to any circumstances which he believes 


to be extenuating; 
3, 9 staterent of administrative discipline imposed; 


4. a statement of any new safeguards provided to prevent re~ 
currenoe of that type of violation. 


C. Action on Violations 


1. The Comptroller will provide for the assembly of the per- 


tinent information concerning alleged violations of these 
regulations. He may perform an adninistrative review and 
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dismias the matter or, if warranted by the facts in the oase, 
ho will conduct hearings with the responsible official and 
recommend to tho pirector the nature of administrative disoi-~- 
pline or othar action to be taken. If the findings show thet 
a violation has been incurred, the Comptroller will also pre« 
pare on appropriate report thoroof for the Director for trans- 
mittal t the President and to the Conpross,. 


Penalties 


1. Seotion 1211 (h) of P.L. 759 provides that "No officer or 
employee of the United States shall authorize or creato any 
obligation or make any oxpenditure (A) in excess of an appor- 
tionnent or reapportionment, or (BD) in excess of the amount 


permitted by regulations prosoribed pursuant to subsection (g) 
of this section," 


2. Section 1211 (1) (1) states that "In addition to penalty 

or liability wider other lew, any officer or employee of the 
United States who shall violate subseotion (a), (b) or (h) of 
this section shall be subjected to appropriate administrative 
discipline, including, when circumstences warrant, suspension 
from duty without pay or removal from office; and any officer 
or employee of the United States who shell knowingly and will- 
fully violate subseotion (a), (b), or (h) of this soction shall, 
upon conviction, be fined not more than $5,000 or imprisoned 
for not mors than two years, or both." 
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Ve. CHART OF ALLOTMENT ACCOUNTS 


A. Aoourate financial records, basic to sound budgeting, require 
that appropriate allotment accout symbols be established and applied 
to all obligation transactions, 


1. A complete listing of the Agenoy allotmont account symbols 
appears upon the "Chart of Allotment Accounts" which is prepared 
by the Budget nd distributed to users in complete form 
or in part, as applicable. Respective offices normally roooive 
portions portinont to their activitios. 


2. Tho Budget Braneh will release a now Chart of Allotment 
Aocounts prior to the beginning of each fiscal year. Amond-~ 
meats to the Chart and/or revisions, as may bo required, will 
be processed throughout the fiscal year. Notice of such actions 
will bo dissevinated by the Budget ranch to all concerned, 


Be. Tho Agency allotment account system is based upon funotion and 
activity and is designed to provide tha funds controls and to furnish 
the financial information as required by Seo. 118. (a), P.L. 784, 
81st Congress, the "Budget and Accounting Procedures Act of 1950." 


1. It is cssential that all obligation documents, initiated 
and Issued by Agenoy officials, clearly indicate for eccoumting 
purposes the allotment account synibol to bo charged as reflected 
for that activity upon the "Chart of Allotment Accounts", 
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VI. APPROVAL OF OVERTIME (For odainiatrative details see a 25X11 
Seotion Sf and [| Saotion virt 25x11 


Ae 1. Overtime shall he kept to a mindmum throughout the Agenoy 
with omphasia being placed upon full utilization of tho normal 
offloiel worling hours of sach employoo. 


2. Overtime will not be authorized excent in those cases 
ossential to most emergenoy requirements and where it oan be 
denonstrated that normal working hours are insufficient. 


3, Assistant Direotora and Statf Chisfs aro charged with the 
porsona]l responsibility for control and continued oxavination 
of overtime reqiiroments to Jnsure the effective application 
of this policy. 


B. ‘Vithin the continental tnited States, approval must be obtained 
from the Comptroller or bis designos for all work ordered in excess 
of the normal official working hours (and Sunday and holiday staff 
duty) astablishod for the ‘sency. 


C. Overtine, whothor to be liquidated by payment or conponsatory 
time, will be requested by means of Form No. 32-3, "Request for 
Approval of Overtime", sufficiontly in advanoo to insure receipt 
of approval prior to the beginning of the period covered by tha 


roquost. 


D. Outside the continental limits of tho United States overtine 
must be approved by Chiefs of Hissions or Bureaus, or their deputies. 


1. authorizing officials must have evidence that sufficient 
funds are available for payment beforo authorizing overtime. 


2. Native and foreign national employees outside tho con- 
Vinental limits of the United States whe are paid in accordanae 
with local provailing waze rates aro not entitled to overtime 
pay tnless required by local custom, 
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d. Cards 
9, Tage 
£, Other articles 


cheolted to determine that tho above itoms are accounted for. 


A. Aseietent Directors and Staff Chief's will formrd the 
dnvontory to reach the Comptroller on or pefore & July. 


8 In connection with B 4, above, tho Chiof, “rocurement Offer 
pivigion will be responsible for roporting the status of 
penalty indicia matter on order and/or stock material undis- 


H 
3, Supply cabinets and desks of employees will bo thoroughly 
| tributed-as of report date. 

\ 


8, ‘the Comptroller will prepare consolidated statement 
Form B/A 46 (Revised 5-29) and transmit to Comptroller of 
the Post Office Dopartment. 
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VIT. REPORTS REQUIRED COVERING PENALTY MAIL 


| A. 1, In conformanoe with Section 806, Title ITI, of tho Act of 

25 June 1948 (Public Law 785, 80th Congress) all departmonts 
and agencies of tho Federal Government must certify quarterly 
to the Postmaster General that during the period covered no 
miause was made of the penalty mail privilege. 


zm &. In order that the Agency may have adequate basis for 

signing the required certificate, each Assistant Director and 

Staff Chief will submit to the Comptroller by the fifth day 
after the end of each quarter the following certification: 

. "I hereby certify that during the quarter ending 

| no book, report, periodical, bulletin, pamphlet, Tist or 

other article or document was transmitted through tho mail 

free of postage in violation of Section 306 of the Penalty 

Mail Act of 1948, approved 26 June 1948 (Public Law 785, 

80th Congress) by this department or ostoblishment, including 

all such mailings by its branches or fiold offices," 


5. After receipt of the above mentioned certifications, the 
Comptroller will prepare and submit the required report to 
the Postmaster General. 


| Be 1. Saction 801, Title III, Public Law 785 requires the heads 
of exeoutive departments end agencies to submit to the Post~ 
master General after the close of each fiscal year an inven- 
tory as of SO June of articles bearing penalty indicia on 
hand. 


2. Assistant Direotors and Staff Chiefs are requested to 
complete the inventory requested as of 30 June wder the 
following classifications: 


ae Envelopes (All sizes) 


b. Labels 
G. Wrappers 


@15 = 
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VIII. EFFECTIVE DATE 


A. Svotions III and IV of Budget Regulations, ee shall 25X1 
become effective on 1 February 1961. All other sections shall . 
be effective as of date of publication. 


25X1A 
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Office NOPD UNITED STATES GOVERNMENT 
TO ; Advisor for Management DATE: 4 January 1951 
FROM : Comptroller 
SUBJECT: Transmittal of Revised Agenoy Regulations 
Transmitted herewith for your consideration and review 
is an original and two copies of the revised draft of the 
which has been prepared 


BUDGET regulation, 
by this office for inclusion in the forthooming Manual of 


Agency Regulations. 
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MEMORANDUM FOR: ACTING EXECUTIVE 
25X1A [Olt (3% 
SUBJECT: Proposed Regulation subjem "Forms Control 


end Standardization". 


1. Tho first sentence of paragraph G in the subjoct draft regula- 
tion provides that: "The printing, reproduction, nrocuronent or use of 
forms within the Agency without the prior approval of the Managenent 

‘ . Officor is prohlbited". 
4 
/ 

2. Tho abovo prohibition, if fully implenented, vould work to the 
serious disadvantage of all Offices. It would strangle initiative on 
the part of operating personnel, who should be encouraged to improvise 
and try out simple forms for ditto or mimeograph reproduction whenever 
; 4% appears to them that such attempts might result in less typing, speed~ 
jer production, or more uniform output. 


3. The proposal fails to distinguish between (a) formal type~set 
forms designed for Agency-wide use, and (b) the simple working forms 
which all Offices occasionally must produce in order to deal with dey- 
to-day problems of non-recurrent or short-term nature. It is a major 
adventage of ditto, mimeograph, ond similar devices thut they enable 
such, forms to be produced with negligible cost and effort, and this ad- 
vantage should not be jottisonod. 


4. It is requested that the sentonce referred to be qualified with 
the wording shown below before final publication as an Agency Regulation: 


"The printing, reproduction, procurement or use of 
forms within the Agency without prior approval of the 
Management Officer is prohibited, except that this 
prohibition shall not apply to forms produced within 
individual Offices and Staffs to meet experimental or 
emergency needs." 


G/__d. M. Andrew 
Assistant Director, OCD 


es eed s/__G Gc 
pproveds NOZTIER eorge G. Care 
Re een ake Assistant Director, 00 


OF CENTRAL INvELL.GE. 


Director of Central Intelligence S/__C.V. Hulick 
Acting Assistant Director, OPC 


s/| eee 
Assistant Director, ORE 
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S/___H. M. Chadwell 


ececear apart RPA a Oe A AEC I CLEA 


Assistant Director, OSI 


: ee: Addressee og” 


| DOL 1 2 a ee eee 
Ap/ocbD) 1 Assistant Director, OSO 
AD/00 i 
AD/OPC. 1 
; AD/ORE = 
AD/osI = 
1: 
1 


Gen.Rec. 
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9 January 1950 


MEMORANDUM FOR: MANAGEMENT OFFICER 


FROM: Assistant Director, OCD: 


Dear Doug, 


Thanks for fyour memo of the 6th fostering comment on our 
trial run of an informat-informatton pamphlet concerning OCD ser- 
vices. ( 


I agree with most of your comments 100%, and am particu- 
larly grateful for the lacunae which you have pointed out — i.e. 
Courier and messenger service, Archives, und ilechine Methods. As 
to the last I presume you mean that we might profitably include a 
statement that {Jana his people are ready to help any of the 
other offices, on request, with problems possibly susceptible to 
maciuine treatment. (It would serve no point in such a paper to 
‘throw in the information that Machine Methods now handles some ra 
adininistrative work for the Executive, as this is of no concern Vv 
to anyone but the Executive.) 


I do not agree that this sort of paper, or at any rate 
the version which we sre now working on, should be "included in the 
family of Agency publications", or that it should be drawn up, even 
as to index page, in such manner as to avoid need for revision. 

By running it on multilith or some such system we can: 


revise the index page as often as may be necessary, at little or 25X1A 
no cost. We want people in the other offices to know [siz 
and direct contact makes 


for better service and better relations all round. Ask anyone who 
is in business. : ' 


We intend the sheet strictly for use as a working paper. 
Hence we must make it as useful as possible, and avoid the dis- 


advantages which inevitably creep in when & paper is written in 
form and style designed for eternity. 


JAMES M. ANDREWS 


__ CONF tOENT ' At 


Rene mest SUC 
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Asaistant Director for Collestion and 6 Jamary 1960 
Dissem! nation 
Managomont OffiLoer 


le Roforenaa your request of 27 December 1949, tha following come 
ments ara offered. 


2e The attached pamphlet in a sense is an Information manual or 
training guide which is gonorally accepted in industry, government and 
the Armed Foroese 


%e This office concurs with the general concept and offers tho 
following brief comments: 


& Such a publication, properly conceived and produced, would 
probably establiah a wortiwhile precedent. Other offices would 
undoubtedly follow. 


be In viow of "a" above and the possibility of relatively wide 
distribution, any such documont should be a CIA document proporly 
identifying the office of primary intorest, but inoluded in the 
fenily of Agenoy publicationse By such means, tho publication 
would gain staturo, particularly if the IAG agencies are included 
for distribution. 


Ge The lack of oriontation within CIA lends desirability to 
guodh & publication. 


d. In the preparation, consideration snould be given to all 
seourlty factors to provide reasonatly wide distribution. 


Ge A publication of this type goes beyond the concept of 
“atatement of functions", and can enjoy wider distribution and 
USOe 


f. Sevoral fanctions of OCD are not mentioned, Or~ could be 
applified, particularly for internal CIA useage. 


(1) Cotrier and messenger sorvice, and the mail roane 
(2) Records Management and Archivel Progran. 


(3) iaohine method possibilities as applied to aduinigse 
tration as well as operational matters, 


Se While the worth of the index pare is recognized, experience 
has proved that the larger the list the more often it will requiro 


CONFIDENTIAL 
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correotions Names change more often than position titles or 
phone numberge 


4e Tho abovo canments have beon rostricted to thoso flelds of 
administration-management in which we, collectively, havo the most 
oxperLonodes 


25X1 


~ 


_ N 


00728R000100130003-7_ 


ons. Approved For Release 2003/04/17 : CIA-RDP81. 


i 
: 
t 
§ 
i 
} 
{ 
' 
a 
& 
¢ 
m 


Tew im reese pede ed |] «a 
BTANDAND FORM NCEA Droved ar Release 2003/04/17" CIASRDI 81-60728R000100130003-7 


Office Memorandum + unrrep states GOVERNMENT 


TO : OCD Division Chiefs DATE: 22 December 1949 


FROM +: Operations Staff, OCD 


SUBJECT: Preliminary edition of "How to'Use the Facilities and Services of 
OCD," dated 20 December 1949. 


This preliminary edition of the OCD leaflet is issued pri- 
marily for the use of OCD personnel, and in order to obtain 
suggestions for a revised edition that will be distributed to 


all CIA Offices and possibly to the other IAC agencies, 


Division Chiefs are requested to distribute copies to their 
Branch and Section chiefs and others concerned with outside con= 
tacts; and to invite suggestions for corrections, clarifications, 
and improvements in the text or form of all parts of the leaflet, 


The revised edition for general distribution will probably be 
issued in January, and your suggestions for it should therefore 
be received within the next two weeks. 


25X1A 


BER TRS Eg Ea ESET CER EP RINE TN are US TET ER MEA EEL a eR, 


Fares TREE SER Sey temeceretrn ara ncae tinder ented en ese etE i ae gt 


TE 


sepeee 


Bieter 


2 SRO SRS TEES CARERS RATRS Ga AH AA Be aA ROSSER ANA HER SHAT Ta bbe RIL 


Approved For Relegse 2003/04/17 : cE CR 2en000100130003-7 
SECRET ‘ £0 December 1949 


HOW TO USE 
THE FACILITIES AND SERVICiS 


OF oOcD 


OFFICE OF 
COLLECTION AND DISSEMINATION 


CENTRAL INTELLIGENCE AGENCY 


SECRET 
SECRET 
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SUMMARY OF OGD SERVICES Aho s ae, 
25X1B 
GIA LIBRARY 
In addition to the usual library facilities, maintains an indexed 
file of all documents received or produced by CIA, Provides a 
bibliographic reference and loan service based on this file, and on 
other sources, Maintains the CIA Central Records, Advises on records 
ILLEGIB management problems, 
| MACHINE METHODS DIVISTON 
Develops use of machine methods and equipment for intelligence 
purposes, and advises on their adaptation to special problems, 
Operates machine index facilities for Graphics Register and CIA 
: Library, and machine necouttane services for the administrative 
t staffs of CIA, 
. % x x 
‘NO $ 
| A more detailed explanation of the services available from each 
; Division is given on the following pages. 
An Index to OCD on the last page includes the name, phone and room 
i number of Division and Branch Chiefs, 
B 
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erent DIVES TON 
OPFICE OF ESPORTS Ay Hormagis 
CHAE "CPUC CU ANCES AGENCE” 


Platte Lae more ratte at 


CATEGORY 
(Meokly, Daily Stare Study, etc, 
TOMaC Or tne rn 
PERIOD COVURET” CP "appiiicable ) 
RES Ce aor 


NOMIC:  WORKING-PAPER 

This document is a worling-paoax, not an official Lustance, since 

it has not macessarily been coordinated with and saviewed by other 
components of ORE, I+ represents the foruulative thinking of one 

group of analysts in ORE and is designed to provide the madium 


for transmitting their informal views to other intelligence anzlysts 
| of the US Govermment who are working on sliullar or overlapping 
problems, It is intended for the uso of the addreasec alons, ed not 
i for further dissemination, 


COPY FOR: 


(Name of individual, compovant, agency, ete.) 
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WASHINGTON 25, D. Cy 
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ls April 1950 


HEMORANDUM FOR: Assistant Director, ORE 
Assistant Director, O50 
Asaistant Director, OST 
Assistant Director, OPC 
Assistant Director, 00 
Managenent Officer .. ~~ 
Chief, Inspection and Seenrity 


SUBJECT: Adopticn of Revised CIA Document Control Slip 


REFERENCE: Mamo to Above Addrassees from AD/OCD ata 
27 Dec "9, Subj: "Revision of CIA Control 
Slip -- Requast for Review", 


Li. Forwarded herewith is an explanatory diagram for 
the Reviaed CIA Docunant Control Slip. The format and 
procedures in the diagram have been adopted in consideration 
of the operational requirements of the CIA and of tho many 
helpful comments and suggestions received in response to 
memoranda of reference, 


2. Use of the new Document Control Slip will commence 
28 April 1950, Additional copies of the explanatory diagram 
for use in fankliarising personnel of your organization with 
the new format and precedure are available from the Chief, 
idaison Division, OCD. 


25X1A 

| Encl: Office of Collection and Hissemination 

Par Explanatory Diagran 

for Revised Document 

Control Slip 
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RESTRICTED i aon . 
: { ae Ea Sie 
" CENTRAL INTELLIGENCE GRUP 
Washington, D. C._ eas 
“ March 1947 


eee 


SUBJECT: Allotment and Control of CIG Funds 


EFFECTIVE UNTIL $O_ JUNE 1947 UNLESS SOONER RESCINDED’ 
in emenmenennemeentenn f A arent nt — 


le GLNERAL 


The Finance Division, Personnel and Administration Branch, 
ds responsible to the Director of Central Intellifrence for tho . 
financial control of all CIG appropriated funds in accordance with frrseat 
statutory requirements, ‘tho Finance Division will preparo and sub- 
mit all requirod financial statements to propor agencies of tho 
Government. 


26 BASIS OF ALLOTMENT 
A LOSER rpe 


Q&- ‘The Chief, Finance Division, will, after consultation 
with Assistant Directors and Chiefs of Staff Sections, determine, 
within budgetary limitations, the routine fiscal needs of each 
Office or Staff Section that will enable these units to carry out Budget 
functions assigned by the Director of Contral Intellirence. After 
this determination, the Chief, Finance Division, will allot funds 
to each activity on ao quarterly basise 


bs Funds for projects requiring aotion of the Projects Jb t 
Review Committee will be allotted in accordance with the provisions Bu ye _ 


25X1A of CIG Administrative Order LS erosee ee tab lishment of Projects 
Reviow Committee", dated 25 ustoner 946, . 


3. ALLOTMENT ACCOUNT PROCEDURES 
; ' nena ecenmemmenene i le 


&e The Chicf, Finance Division, will furnish each 
_ Assistant Director or Chiof of Staff Soction with an allotment | 
authorization for his activity. This authorization will includo Budget 
amount of funds authorized for ouch purpose’ (personal services, 
travel, oquipment, supplies, communications, etc.)- and the 
allotment acoount numbor, 


De Administrative actions such as requests for supplies, 
travel, porsonnol actions, ete.s, which involve expenditure of funds Fiscd/ 
will include the allotment account number of the activity making oy 
the request. Budyef Policy : 

RESTRICTED: | ae 


(339) 
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oe Tho Chief, Finance Division, will, on o monthly . 
basis, inforn onch activity of the status of its allotment  £/see/ 
accounts. This report will includo amount allotted, obligations 
and expenditures to date, and remaining unobligated balanoos, 

4. INCREASED ALLOTMENTS 

Requests for increases in quarterly allotmonts (Par. 2a 

above) will be submitted through the Chief, Finance Division, to Bude #- * 


the Direotor of Central Intelligence for approval. ‘This request 
will inolude the necessary justification for such increasese 


FOR THD DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 
Executive for Personnel 
and Administration 2 
ATTACHMENTS: None 


DISTRIBUTI ON: A 
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APIO BA Sey 
Chief, Adminiatrative Stat? eee eee 
Nenagenent Officer 
Proposed Chango of Resulations 
le Ib io holieved that tho attached draft of ragulations can 
be improvad Lf resdrafted, incorporating the following sugrostionss 


Oe Paragraphs Ael. ~ Is this statenont necossary? If so 
the delegations pertaining to overseas should bo stated. 


be Paragraph A.2. and A.ede = lepotition in separate 
paragraphs.e. Should be combined, probably under paragraph Nelede 


Ce Paracran: Ae3.e — Tro forms and action to bo taken on 
them are described together. Suggest the paragraph be divided 
%o explain table of requirements and Form No. 36«7 separately. 
Is 1% necessary to proseribe distribution of copies? 


de Foragraph Aedebe ~ Prortains to procurement and should 
not be a part of the programing paragraph. 

Ge Paragraph Acbede — Tho gtatoment ",..3100.00 per month 
nor 7300.00 in ary quarterly periodee. ig not readily under~ 
standable, It is believed that a statement of tho monthly 
Limitation will suffiee if 14 1s intended to place the Limite» 
tion on a monthly bas Be 


Be Gonoral comments 


(1) The long sentences ond parartazhs make understand+ 
ing difficult. 


(2) The texth can bo reduced by clinination of unnecessary 
words « 


a 


SUBJECT FILE 
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‘Offs CM20VvANAUM + UNITED STATES GOVERNMENT 


TO : eat. Officer DATE: 3 lobruary 1950 
FROM : Chief, Administrative Staff 


SUBJECT: Sorvices Kerulations 


1. Submitted herewith are regulations pertaining to Services 
activities for inclusion in the CIA Regulations Manual. 


STATSPEC 


ee ee 


ANDRin’ , VAN SSO 


Attachments 
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28 December 1949 


MEMORANDUM FOR: ALL ASSISTANT DIRECTORS AND STAFF CHIEFS 


SUBJECT: “TA Regulations. 


le A new system for CIA regulations has beendevised and ap- 
proved by the Executive. An Administrative Instruction will be 
issued in the near future giving the details of the proposed system. 
In order to implement the new system, the following is proposed: 


Xe That every office of CIA be permitted to participate 
in the re-write and compilation of the Agency Regulations. 


be Many minor changes, inoluding titles, phraseology, otce, 
are in order, but to accomplish this it will require the coordi= 
nation of every segment of CIA, which will be completely beyond 
the physical capabilities of the small Management staff. There- 
fore, it is proposed that every of'fice of CIA furnish one or 
more representatives to work with the Management Steff on a pre- 
determined schedule (normally not to exceed five working days) 
to assist in the compilation, ooordination and editorial worke 
The individual furnished will work in the Management Office, 
and must of necessity be an individual who oan represent his 
activity and who has ready access to the Assistant Director or 
Staff Chief for those cases which must be referred to him. 


Ce By prior scheduling, two or three individuals will be 
utilized at a time over a period of approximately five weeks. 
While the primary function of each representative will be that 
of examining and re-drafting those regulations which affect 
his activity, he will also be asked to review all other regula- 
tionse 


Ze It is our belief that the cooperation of all offices in this 
matter will be of great benefit to the Agency as a whole, and your 
concurrence is requested. 


25X1A 
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28 December 1949 


CONCURRENCES + (CIA Regulations Memo to all Asst. Directors and Staff 
Chiefs, dated 28 December 1949) 


Budget Officer Personnel Director 
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